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COMPLIANCE REVIEW 
 GENERAL INFORMATION
 ORGANIZATIONAL
TxDOT personnel conducting compliance visit:  
Date of compliance visit:  
Subrecipient Representative:  
Subrecipient Name:  
 RESULTS OF THE REVIEW 
Total Number of Deficiencies: 
Improvement Action Plan (IAP) required?  
Pursuant to TAC 31.48, minor deficiencies should be remedied within 45 calendar days.  All major deficiencies should be remedied immediately. Specific examples of minor and major deficiencies can be reviewed by examining TAC 31.48.  One IAP should be developed to address all findings.  
Projected Date of IAP Completion:
Actual Date of IAP Completion:
PTC Name
PTC Signature
Date
Subrecipient Representative
Representative Signature
Date
Overview.  The Texas Department of Transportation (TxDOT) district will conduct annual compliance reviews of all subrecipients that have received or are currently receiving state and federal funding.  The review will examine the subrecipient's oversight practices in order to evaluate subrecipient compliance with FTA or program requirements.  The compliance review consists of an on-site review of select subrecipient files of documents (FTA or program requirements), agency policies and procedures for the current state fiscal year.  There are nine different areas comprising the review.  These include:  
1.         Grants Administration 
2.         Financial Management 
3.         Property Management 
4.         Maintenance 
5.         Competitive Procurement
6.         Planning and Coordination 
7.         Civil Rights
8.         Charter Service
9.   School Bus Operations 
Participation in a Federal Transit Administration (FTA) Triennial Review may be used in lieu of TxDOT's form PTN-129 Compliance Review.  Verification of participation should include:  the results of the review, the status of findings and documentation that findings have been remedied.  
Frequency and Preparation.  Unless otherwise needed, all compliance reviews are to be completed by August 31. A copy of the review is to be forwarded to PTN upon completion.  
Subrecipients - In preparation for the review, subrecipients should assemble all materials relating to each area of review including, but not limited to:  
TxDOT personnel - In preparation for the review, TxDOT districts should review or obtain the following:  
  Listing of all subcontractors
  Subrecipient subcontractor written policies, 
procedures and plans
  Complaint Policies and Procedures
  List of Complaints and Lawsuits
  Financial Policies and Procedures
  Inventory List
  Written Maintenance Plans
  Procurement Policies and Procedures
Insurance Documentation
  DBE “Good Faith” efforts
  Marketing material
  EEO Plan (if required)
  EEO Policies and Procedures
ADA Policies and Procedures
  Complimentary Paratransit Plans
  Published Fare Schedule
  Charter Documentation
  Copy of Form PTN-129
  Status of grants
  Grant Agreement(s)
  Subrecipient Application Part I
  Form PTN-129 Compliance Review 
PTN-129 Workbook
 Applicable Reports
 Correspondence
 Transit regulations 
Citation References.  The Texas public transportation program operates under transit provisions including, but not limited to the following:    
Federal Transit Administration (FTA):  www.fta.dot.gov/
Code of Federal Regulations (CFR):  www.access.gpo.gov/nara/cfr/cfr-table-search.html
Texas Administrative Code (TAC):  http://info.sos.state.tx.us/pls/pub/readtac$ext.viewtac
Transportation Code:  www.capitol.state.tx.us/statutes/tntoc.html
United States Code (USC):  www4.law.cornell.edu/uscode/
Entrance Interview.  The entrance interview conveys the purpose and focus of the visit and to inform the subrecipient of specific tasks to be completed during the visit.  
Review of Documentation.  The review is comprised of a thorough review of subrecipient documentation.
Exit Interview.  The exit interview provides the TxDOT district and the subrecipient an opportunity to review findings and/or provide the necessary recommendations to improve the administration of program(s).  
REVIEW AREAS
1.          GRANTS ADMINISTRATION
Pursuant to Circular 5010.1C, subrecipients are to plan, track and report on the progress of projects and expend grant funds in a timely manner.  
1. What, if any, problems have arisen with closing out contracts promptly at the end of the fiscal year? 
Review Questions
GRANTS
Complaints and Lawsuits
N/A
NO
YES
3.  Are procedures for filing complaints (organization name, phone numbers, etc.)     readily accessible to riders, employees, and applicants?  
2.  Are there complaint policies and procedures?  
Are or were there any transit related lawsuits/complaints filed within the past year?  If yes, does the review of lawsuits/complaints denote a pattern of discrimination?  If yes, provide the following information to PTN: 
§ The date the lawsuit/complaint was filed
§ The name and address of the complainant 
§ A summary of the allegation
4.
5.  Is a list maintained and are complaints documented and are they assigned to the appropriate transit staff for investigation?
6.  Do riders, employees and applicants have the option to file a compliant with organizations other than the subrecipient?  If so, who:    
 Subcontractor Monitoring
N/A
NO
YES
7.  Is transit service subcontracted?  If yes, are there written policies, procedures and plans that address the following:
§ Annual on-site monitoring visits
§ Standardized monitoring forms/processes that are consistent with   FTA/TxDOT
§ Follow-ups on findings and improvement actions
§ Identification of the individual responsible for conducting the monitoring 
§ Timely notification on any significant issues (complaints, fraud, etc.)
2.  Financial Management
Pursuant to 43 TAC 31.45 and 31.48, subrecipients are required to have adequate accounting and financial record keeping standards to manage state and federal public transportation grant funds.     
 Review Questions
N/A
NO
YES
1.  Are requests for reimbursements submitted to TxDOT regularly?  If no, skip questions in this section.    
5.  Have requests for reimbursements been reviewed to ensure that only allowable expenses have been submitted?  
4.  Are costs determined to be allowable before reimbursements are submitted?  
3.  Are there procedures for determining the eligibility (direct and indirect cost) for reimbursements?
2.  Are there comprehensive written policies and procedures for your fiscal system?
6.  What are the procedures to prevent duplicate billings? 
7.  What are the procedures to prevent over billing?  
8.          Are transit program vendors and employees paid in a timely manner?  
9.          Was indirect costs (i.e. multiple program costs - 5310, 5311, 5316 etc.) charged to the grant?  If yes, are costs supported by an indirect cost allocation plan which was prepared in accordance with OMB Circular A-87 and approved by the FTA or cognizant Federal Agency?  
3.  PROPERTY MANAGEMENT
Pursuant to FTA C 5010.1C, 43 TAC 31.48, subrecipients must meet minimum financial requirements prescribed by state law and TxDOT.  Pursuant to FTA C 5010.1C and 43 TAC 31.50, subrecipients should cooperate with TxDOT districts in performing every two years a physical inventory of all transit equipment.
Review Questions
Insurance 
YES
NO
N/A
1.  Can a current insurance policy or declaration be provided that established financial responsibility?  If yes, does the declaration contain the following:  
§ The name and address of the name insured
§ The premium charged for each line of coverage
§ The policy period
§ Comprehensive and Collision coverage 
§ Complete listing of all transit vehicles
§ The Minimum Amounts of Liability Coverage
Self-Insured
N/A
NO
YES
2.  Has a current self-insurance program been established and maintained that protects the public against all claims involving motor vehicles to the same extent as the Minimum Amounts of Liability Coverage?  
3.  Does the Self-Insured document/agreement address the following requirements?    
§ Reserves
§ Third-party financial guarantees
§ Parent company or affiliate sureties 
§ Excess insurance coverage 
§ Other appropriate aspects of the subrecipient's program
Facilities 
N/A
NO
YES
4. Is there an insurance policy for each state and federally funded facility that includes the following?
§ The name and address of the insured
§ The premium charged for the coverage
§ Coverage for all applicable structures/major equipment
§ Original purchase/construction cost
§ The policy period
§ Verification of TxDOT title/lien holder 
Inventory
N/A
NO
YES
5.  Has a physical inventory been completed within the last two years?  If yes,  when?
6.  Have there been any changes to the status of real property and/or equipment since the last physical inventory?  If yes, was TxDOT notified in writing?  
7.  Has an accurate inventory been provided to TxDOT before November 1st? 
8.  Is there a control system (fencing, security systems, etc.) in place to prevent loss, damage or theft of property?  
Incidental Use
N/A
NO
YES
9.  Are vehicles and equipment used for incidental use related to the services of the project?  
10.  Have specialized equipment been purchased such as racks or heating or refrigeration units related to meal delivery?
11.  Is a vehicle dispatched solely for purpose of delivering meals?
4.  MAINTENANCE
Pursuant to Federal Transit Administration (FTA) C 5010.1C, 43 TAC 31.53 and 49 CFR Part 37 subrecipients must keep federally funded equipment and facilities in good operating order.
Review Questions
Maintenance Program
YES
N/A
NO
1.         Does the maintenance program include:
§ Written maintenance plan
§ Preventive maintenance inspections and scheduled services which shall include at a minimum; the manufacturer, supplier, or builders recommended servicing schedules
§ Warranty compliance and recovery 
§ Provisions for accessible equipment
§ Management of maintenance resources
§ Standards for maintenance subcontractors
2.  Inspections and Checklists - PTCs will inspect maintenance logbooks with service schedules (based on fleet size) and respond to questions 3-8 outlined below.
Inspection Sample Size
Fleet Size
Log Books
Inspected
1 - 5
1
2
6 - 15
3
16 +
3
2
1
Vehicle License Plate #
Inspected
Logs
Inspection Summary
Are pre-trip inspections conducted?
3.
4.
Does the PM plan describe the inspection procedures for each item listed on the 
inspection of servicing checklist?  
5.
Does the schedule indicate when (according to mileage or time) each service is 
scheduled to be performed?
6.
Does the schedule indicate the date/mileage when services were performed?
7.
Using the vehicle maintenance log with the service schedule and pre-trip 
inspection checklist compare when a service was due vs. when service was performed.  Is the correlation reasonable? (10 percent +/-)
Maintenance Procedures for Accessible Equipment
8.  When a lift is found to be inoperative, when is the vehicle taken out of service? 
Facility/Equipment Inspection 
N/A
NO
YES
If yes, is there a facility/equipment maintenance program that includes a plan for inspections and preventive maintenance activities to ensure that facilities and equipment are protected from deterioration?
9.  Was a facility/equipment/real property purchased using FTA/TxDOT funds?  
Maintenance Resources
N/A
NO
YES
10.  Does the maintenance plan address the following? 
§ Ongoing expense data
§ Road call records
§ Tool purchases
§ Complete vehicle maintenance history for each vehicle
§ Maintenance Training
Maintenance Standards for Vehicles and Equipment Leased or Maintained Under Contract
12.  Can copies of lease or maintenance agreements be provided?
11.  Do you:
A. “Lease out” vehicles for transit operations?  
B. Subcontract transit operations?
replacements, AC systems, etc.)? 
If yes, what portion of the service is being contracted out (i.e., engine 
Is maintenance included?
Is maintenance included?  
5.  COMPETITIVE PROCUREMENT
Subrecipients must use their own procurement procedures that reflect applicable State and local laws and regulations, including requirements for competitive procurement, 49 CFR Part 18 and FTA C 4220.1E, “Third Party Contracting Requirements.”  
Review Questions
Policies and Procedures
YES
N/A
NO
1.  Does the subrecipient intend to participate in future procurement opportunities?  If yes, does the subrecipient have written procurement polices and procedures? 
2.  Do procurement procedures provide for and/or address the following: 
§ Written standards of conduct
§ Review of procurement requests to avoid duplicative or unnecessary purchases
§ Written procurement history (rationale for the method of procurement, selection of contract type, contractor selection or rejection, and the basis for the contract price)
§ Written protest procedures
§ Written selection procedures
§ Full and open competition
§ Prohibition of geographic preferences
§ DBE and HUB participation
Third-Party Contracts
N/A
NO
YES
3.  Have all applicable certifications and assurances (FTA clauses: Ref. Best Practices Procurement Manual Appendix. A. 1) been included in current federally funded procurement?
4.  Are contracts limited to five years for any rolling stock or replacement parts?  
5.  Were any goods or services purchased based upon procurement activities that were conducted prior to 5/29/2002? 
If yes, are term limits for each of these contracts less than or equal to five years as permitted by the FTA at that time? 
6.  Were any goods or services purchased based upon procurement activities that were conducted since 5/29/2002?  
If yes, do the procurement policies provide for an equitable extension of contracted term limits? 
7. Is a cost or price analysis performed in connection with every procurement?
8. Were there any sole-source awards during the past year?  
If yes, do files contain the appropriate justification and/or documentation for such an award?
Bus Testing
N/A
NO
YES
9.         Does the bus model require Altoona testing (except Type 1-raised roof van)?  
If yes, was a test report given?
10. Was the report received prior to expenditure of FTA funds?
Disadvantaged Business Enterprise
N/A
NO
YES
12.  If requested, can documentation (“good faith efforts”) be presented that DBE's have had the maximum opportunity to compete for and perform contracts and subcontracts financed in whole or in part with FTA funds?  
If yes, was a Semi-Annual Form “Uniform Report of DBE Awards” completed and forwarded to the Business Opportunities Section and the TxDOT district by the prescribed reporting period?  Reporting Period:  May 10 (Oct. 1 - Mar 31) and Nov. 15 (April 1 - Sept. 30).  
11.  Did the organization receive more than $250,000 in federal funds?  
6.  PLANNING/COORDINATION
Pursuant to 49 USC Chapter 53, subrecipients must participate in the transportation planning process in accordance with FTA requirements.
Review Questions
1.          Is there participation in the Regionally Coordinated Planning Process?
YES
NO
N/A
2.  What human service agencies, employment/training programs, Medicaid, or other
     transportation agencies have you met with in the last year to discuss transit regional
     coordination?  Explain the outcomes. 
3.  How is the transportation service advertised and promoted?
7. CIVIL RIGHTS
Pursuant to FTA C 4702.1, 49 CFR Part 37, 38 and the 43 TAC 31.42, subrecipients shall prohibit discrimination on the grounds of race, color, national origin, sex, age, physical or mental disability, or religion in the delivery of public transit services. 
Review Questions
TITLE VI
YES
N/A
NO
1.  What is the name and title of the person in the organization responsible for ensuring Civil Rights  requirements are fulfilled?  
2.  Has a federal (FTA) civil rights compliance review been performed within the past year?  If yes, attach the following information:
§ The name of the agency or organization conducting the review
§ A summary of findings and recommendations
§ The status or disposition of the recommendations
3.  Are written materials (schedules, brochures, etc.) provided in languages other than English?
4.  How are non-English languages (that are likely to be encountered in the service delivery area) identified?
5.  How are minority organizations/communities notified of public meetings, program opportunities, new or a change in service (i.e., hours of service, delivery points) using the media, city, and council representatives,  etc.?
Equal Employment Opportunity (EEO) 
YES
N/A
NO
6.  Is there an EEO policy?
§ All designated groups (race, color, national origin, religion or sex) are covered in the EEO policy.
§ A plain language definition of EEO aims, documented in a clear statement to be issued by the chief executive or transit director.
§ Staff with appropriate skills that have specific responsibility for developing an EEO policy.
§ Clearly visible support at the highest level of management.
7.  Does the policy include the following elements?  
§ A statement of the EEO responsibilities of managers, supervisors and other staff.
§ A statement of commitment to an ongoing process to keep the EEO policy relevant and effective.
§ A statement ensuring the subrecipient will strive to keep the work environment free from discrimination and that policies and procedures will be distributed both internally and externally.
§ A statement ensuring the subrecipient will make reasonable accommodations for persons with disabilities.
§ A statement that addresses harassment, intimidation and coercion in any form.
8.  Are the required posters/materials placed in conspicuous places (lunch rooms, building entry, lobby, etc.) and made available to employees and applicants?  
§ Texas Commission on Human Rights - The Law in Texas (English & Spanish)
§ Texas Workforce Commission Notice - Texas Payday Law (English & Spanish)
§ EEO Policy Statement
§ Equal Employment Opportunity (EEO) (English & Spanish)
§ Family and Medical Leave Act (FMLA) of 1993
§ Employee Polygraph Protection Act (English & Spanish)
§ Fair Labor Standards Act (FLSA)
9.  Are 50 or more transit-related employees (including temporary, full-time or part-time employees either directly employed and/or through contractors) employed?  
If yes, has the organization received in excess of $1 million in capital or operating assistance or in excess of $250,000 in planning assistance in the previous federal fiscal year?  
If yes, is there an EEO Plan?
Americans with Disabilities Act (ADA)
 Securement, Lift, Availability and Access   
10.  Is there a policy that covers the securement of mobility devices?  
11.  Are publicized services made in accessible formats (i.e., large print, TDD, Braille, audio tape)?  
12.  Is there a written policy on service animals?
13.  Is adequate time allotted for the embarking and disembarking of passengers?
N/A
NO
YES
Training and Service Equivalency
N/A
NO
YES
15.  Using the same type of service (i.e., fixed route, paratransit, demand response), is the fare and service provided to a disabled passenger the same as the fare that is charged to a non-disabled passenger?
16.
Are trips prioritized for any purpose?  
17.  Are fares charged for Personal Care Attendants?
14.  Is training provided to agency personnel and subcontractors for the safe operation of vehicles, accessibility equipment and the proper treatment of persons with disabilities?  Number of staff trained this year?
Facilities
N/A
NO
YES
19.  Are bathrooms and water fountains provided and accessible?
20.  Are public and common use areas accessible?
21.
Have any facilities been modified?  If yes, were the modifications in accordance 
with 49 CFR Part 37, “ADA Accessibility Guidelines?”
18.  Does the facility(s) have at least one accessible entrance?
Paratransit as a Complement to Fixed-Route Service
N/A
NO
YES
26.  Is next day service provided?
27.  Are trips scheduled within one hour of the requested trip time?
28.  Are fares no more than twice the fixed route fare?
29.  Is service provided within 3/4 mile of fixed routes?
30.  Are fares charged for Personal Care Attendants?
31.  Is service available during the same hours and days as fixed route?
32.  Does subscription service exceed 50 percent (unless there is non-subscription capacity)?
  Initial paratransit plans have been required since  
22.         Is a fixed route service provided? If no, skip questions 23-34.  
If yes, do you have a Complementary Paratransit Plan?   When was the plan 
updated?  
January 26, 1992, with annual updates due each succeeding January 26.  
23.  Are eligibility decisions made within 21 days of receipt of complete application?  
24.  Is there an appeals process?
25.  Does the process allow the applicant the opportunity to be heard and to present information?
33.  How does the subrecipient ensure there is no pattern or practice of trip denials? Untimely pick-ups? 
       Missed trips? Excessively long trips? 
34.  How are trip denials recorded?  
Observation Check
35.  TxDOT districts should observe a minimum of one of the following subrecipient functions.  Observations should be performed prior the review.  It is recommended the transit agency be contacted prior to performing any observation.  Further guidance can be obtained by reviewing TxDOT's “Transportation Services for Individuals with Disabilities Guide.”     
  Riding the service 
  Observing transit agency reservation process
  Observing transit agency scheduling
  Observe transit agency dispatching 
  Observing ADA complementary paratransit eligibility process
8.  CHARTER SERVICE
Pursuant to 49 CFR Subpart B, subrecipients are not subject to the charter rule when using FTA-funded vehicles to provide transportation for program purposes.  The charter rule does apply, however, if the FTA subrecipient wants to provide other charter service using FTA-funded or maintained vehicles.  A transit operator may provide other charter service only under the exceptions contained in the rule.  
Review Questions
N/A
NO
YES
1.  Is charter service using FTA-funded or maintained vehicles provided under one of the exceptions?  If no, skip this section.  If yes, circle the exception that best describes the charter service:  
     a.  Government officials on official government business          b.  Qualified Human Service Organization (QHSOs)         c.  Leasing FTA funded equipment and drivers          d.  When no registered charter provider responds to notice from an agency          e.  Agreement with registered Charter providers         f.   Petitions to the Administrator
2.  Did the transit agency provide notice to all registered charter providers prior to       providing the requested charter service?  
3.  Was all charter service reporting timely?  
Reporting schedule is as follows:
Quarter
January 1 - March 31
April 1 - June 30
July 1 - September 30
October 1 - December 31
Report Deadline
April 30 (April 20th if reporting to PTN)
July 30 (July 20th if reporting to PTN)
October 30 (October 20th if reporting to PTN)
January 30 (January  20th if reporting to PTN)
4.  Are the following records documenting the service retained by the charter service operator?
 a.  The group's contact information
 b.  The date and time of the service
 c.  The number of passengers
 d.  The origin, destination, and trip length (miles and hours)
 e.  The fee collected, if any; and 
 f.   The vehicle number for the vehicle used to provide the service
9.  SCHOOL BUS OPERATIONS
Pursuant to 49 CFR Part 605 subrecipients are prohibited from providing exclusive school bus service. 
Review Questions
N/A
NO
YES
1.          Are federally funded equipment or facilities used to provide school bus operations exclusively for the transportation of students and school personnel?  
2.          Is “Tripper Service” provided?  School tripper service should operate and look like all other regular service.  
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